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OFFI CE OF ENERGY RESEARCH
PROIJECT BASELI NE CHANGE CONTROL
GUI DELI NES

1.0 PURPOSE

The purpose of these guidelines is to define the Departnment of
Energy (DOE) Headquarters Office of Energy Research (ER) change
control process and set criteria for the subordi nate change contro
process for projects. A disciplined change control process shall be
used to control changes to established cost, schedule, and technical
baselines for all project activities.

A disciplined and integrated change control process shall be
i nplemented in the O fice of Energy Research to:

e FEstablish cost, schedule, and technical baselines and
t hreshol ds for projects;

es Assure changes to these baselines are defined, docunented,
and formally approved and that authority and responsibility
for approval are delineated;

e Provide assurance that decisions are nade at the appropriate
managenent | evel ; and

e+ Enhance accountability and traceability in the decision
maki ng process.

2.0 SCOPE OF THESE GUI DELI NES

These guidelines are applicable to all Energy Research
organi zational el enents, including DOE Headquarters (HQ and
field offices involved in establishing or changi ng cost,
schedul e, and technical baselines for projects.

3.0 REFERENCES

. SEN- 27-90, Strengthening the Departnent of Enerqgy
Project Managenment System August 15, 1990

. . DOE N 4700. 4A, Baseline Change Control Process at the
Executive Level, October 31, 1991

. . DOE 4700.1, Project Minagenment System March 6, 1987




4.0 DEFI NI TI ONS AND ABBREVI ATI ONS
4.1 Definitions

Program Manager - An individual in an organization or

activity who is responsible for the managenment of a specific

function or functions, for budget fornulation, and for

execution of the approved budget. The Program Manager

recei ves an approved funding programfromthe O fice of the

Chi ef Financial O ficer identifying program dol | aasail abl e
to acconplish the assigned function. For tpreocess outlined in
this docunent, the Program Manager is the primry contact.

Program Officer - An individual in an organization or
activity who is responsible for the day-to-day managenent of
a specific function or functions under the direction of the
Program Manager.

Project Manager - An individual in the field responsible for
t he day-to-day nmanagenent of a project. A Project Plan
del i neates the specific responsibilities of the Project
Manager for each project.

Secretariat - The office that perfornms the adm nistrative
functions for a Change Control Board.

4.2 Abbrevi ati ons
AE Acqui sition Executive
BCCB Basel i ne Change Control Board
BCP Basel i ne Change Proposal
DOE Depart nent of Energy
ESAAB Energy Systens Acquisition Advisory
Boar d
HQ Headquarters ( DOE)
MSA Maj or System Acqui sition
VP Maj or Proj ect
ER Ener gy Research
SEN Secretary of Energy Notice
TEC Total Estimated Cost (Replaced by TECC)
TECC Total Estimated Construction Cost
TPC Total Project Cost
5.0 RESPONSI BI LI TI ES
5.1 Director, Ofice of Energy Research (Director of
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6.

6.

.2

0

1

CER)
The Director of OER responsibilities are to:

ee Establish, inplenent, and maintain the Energy Research
basel i ne change control process;

ee Act as Chairperson of the Energy Research Baseline
Change Control Board (BCCB) or designate an alternate
with full authority;

. Approve or disapprove all proposed Maj or System
Acqui sition (MSA) Baselines and thresholds prior to
submttal to the Acquisition Executive (AE);

. Approve all changes to MSA baseli nes above specified
thresholds at Level 1 (see 6.1.1 for definition);

ee Approve all proposed baselines and thresholds for Major
Projects (MP); and

ee Approve all changes to MP baselines above specified
t hreshol ds.

Field Organi zati ons Responsi bl e for Energy
Research Projects

The field organi zati ons responsi ble for Energy Research
projects responsibilities are to:

ee Establish Level 2 (see 6.1.1 for definition) Control
Boards and provide oversight of contractor change contro
syst ens;

e+ Approve baselines and thresholds for change control of
Congressi onal Budget Line Item projects, other than MSAs
or MPs; and

ee |Inplenment Field baseline change control process and
provide direction to contractor organizations for
i npl enment ati on of change control process.

ACTI ON STEPS FOR ENERGY RESEARCH BASELI NE CHANGE
CONTROL PROCESS

Est abl i shment of ER Change Control Boards and
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Change Control Systens

DOE has established four baseline change control |evels for
review and di sposition of all baseline change proposals.
Change control boards, systens, and processes shall be
establ i shed as appropriate at Headquarters and at the Field
as foll ows:

6.1.1

Level s of Control

Level Organi zati on
0 ESAAB ( AE deci si ons)
1 HQ Program Board (Director of OER deci sions)
2 Field Ofice Board
3 Contractor Board

There shall be Headquarters ER executive |evel change
control boards at two |evels;

A. Level 0, with the Energy Systens Acquisition Advisory
Board (ESAAB) as the change control board and the
Deputy Secretary as Chairperson, to act upon MSAs and
sel ected MP changes that breach designated threshol ds
for Deputy Secretary action;

B. Level 1, an ER Baseline Change Control Board (BCCB)
with the Director of OER as the Chairperson, to act
upon MSAs and sel ected MP changes which breach
desi gnated thresholds for Program Office action,

i ncl udi ng changes proposed for MPs not selected for
review by the Deputy Secretary.

6.2 Headquarters ER Baseline Change Control Board and Change
Control Process at the Executive Level 1

6.2.1

A

ER Basel i ne Change Control Board
Board Authority and Responsibilities

The ER BCCBs have direct authority and responsibility

for disposition of all Change Requests to MSA's and MP' s
cost, schedule, and technical baselines w thin approved

t hreshol ds, and endorsenment for approval or disapproval of
such changes that fall within the Deputy Secretary's
jurisdiction.



Board Menbership

The ER BCCB wi |l be conposed of the Director of Energy
Research, or his/her designee as chairperson and
deciding official. All other nenmbers act in an advisory
capacity. Menbers may be selected fromthe program

(i ncludi ng Program Managers and Officers from other than
t he proponent progranm) and staff offices (such as

Fi nanci al Managenent, Acqui sition and Assistance, Policy
and Managenment Anal ysis, Assessnent and Support) of ER
and/or fromoffices outside ER as appropri ate.

Presenter: Field Project Manager and Program O ficer

Secretariat: Director of the Division of Construction
Managenent Support (ER-65) as presently
desi gnated by the Director of OCER

Board Menbership Roles and Responsibilities

1. The ER BCCB's responsibilities are to:

ee Review and to act on requested changes to cost,
schedul e, and techni cal baselines; and

ee Assure that environnment, safety, health, quality
assurance, and security requirenents are net for
all requested changes.
2. The Chairperson's responsibilities are to:
ee Select board nmenbers on a case-by-case basis;
e Appoint the Secretariat;

es Preside over ER BCCB neeti ngs;

ee Assign action items which may result from
meeti ng di scussi ons of requested changes;

e+ Make decision on all requested changes. At
hi s/ her discretion, the Chairperson my nmake
di sposition decisions without conducting a BCCB
nmeeting or consulting the board,;



Conpl ete and sign the disposition block of the
ER Basel i ne Change Proposal (BCP);

Assure that the ER BCCB nenbership is fulfilling
its responsibilities; and

May del egate, at his or her discretion,

authority for changes under his/her control to DOE

field offices' |ower |evel boards. Baseline
conponents and threshol ds for changes are proposed
by an HQ Program Di visi on and approved by the ER
BCCB Chairperson at Key Decision 1, Approval of
New Start.

The nmenber' s/ adviser's responsibilities are to:

Provide tinely review and eval uati on of proposed
changes with particul ar enphasis on the

functions for which they have primry
responsi bility;

5. The

Provide Comments pronptly on the Staff Review
Record docunent;

Attend all BCCB neetings or provide an alternate

to attend. Designation of alternates will be in
writing, addressed to the ER BCCB Secretariat, who
will record and retain them and

Affix their signature and signature date to the
ER BCP docunent.

presenter's responsibilities are to:
Present the proposed change;

| dentify progranmatic inpact, if any, to the
BCCB; and

Respond to board questi ons.

Secretariat's responsibilities are to:

| nform Board menbers and program and proj ect
of fices of required formats, data, and the

revi ew and approval process;
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Receive and record in the Baseline Change Log
recei pt of all change proposals submtted;

Provi de copies of the BCP to all Board nenbers
and log the staffing date and distribution;

Coor di nate and docunent information requests and
comment resolution (as needed);

Provide the Board Chairperson with a summry of
Board coments on results of the staff and board
review prior to the Board neeting, when

required;

Propose, with the concurrence of the program
of fice, immedi ate disposition of changes w t hout
Board action, where appropriate;

Coordi nate date and | ocation of BCCB neetings,
prepare agenda, and organi ze ot her neeting
requi renents;

Attend all neetings and record salient points of
all issues discussed;

Prepare and distribute neeting m nutes;
Di stribute copies of m nutes and Basel i ne Change

Proposal Disposition Records to all board
menbers, the change proponent, and the

appropri ate Program and Project Managers and

Program Of fi cer;

Docunent action assignnents and track as
required;

Forward origi nals of change proposals and
conpleted actions to the project office for
per manent retention;

Forward change proposals that have been endorsed
by the ER BCCB to the Level 0 Board Secretari at
for Level O Board action if required or for

i nformati onal purposes, if no Level 0 action is
required;



ee Report to the BCCB at regular intervals on the
status of open action itens; upcom ng change
proposal s; disposition of change proposals
forwarded to the Level 0O Board; activity of the
Level 2 boards; and on directed changes and
their inpacts, as identified by the projects; and

e Monitor the activities of Field O fice Boards
and sumarize their activity for the ER BCCB
Chai r per son.

6.2.2 ER Baseline Change Control Process at the Program
Level

The Program (Level 1) baseline change control process is
summari zed in Figure 1 and as foll ows:

A. Initiation of ER BCP

Changes are submtted to the Program | evel Change
Control Board using the Energy Research BCP(Att. 1).

The BCP formis only required for:

. Changes to MSAs, MPs, and operating funded projects
t hat exceed the established thresholds for field
di sposition;

es Endorsenent of a change requiring disposition by the
Deputy Secretary; and

ee Docunmenting inmpacts resulting fromdirected changes.
Al t hough approval is inherent in the direction, the
information is necessary for managenent understandi ng of
i npact and project traceability.

B. Receipt of the ER BCP

The BCP is submtted by the Level 2 BCCB Secretariat to the
ER BCCB Secretariat for |ogging (See Attachnent 3) and

review ng for conpleteness. |If the BCP is not conplete, the
Secretariat notifies the originator and requests the m ssing
dat a.

The BCP is not deened "received" until the data is conplete.
For those BCPs deened conplete, the Secretariat copies and
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di stributes the BCP to the Program Manager.

FIGURE 1 IS PAGE 9a



Revi ew of the BCP by the Program Manager

The Program Manager eval uates the BCP and rejects or accepts
the proposal. Rejected BCPs are returned to the originator
by the Secretariat. Accepted changes are returned to the
Secretariat to initiate the BCCB review. The Program Manager
identifies the advisers that should be included in the review
process and forwards this information to the Secretari at.

Revi ew of the BCP by the BCCB

The Secretariat will distribute the BCP to the Board nmembers
and advisers. The Board nenbers and advisers review the
data provided, record their coments and recommendati ons,
and return those comments within the specified review

peri od.

The Board nenbers and advisers may request additional
information during the review period. The Secretari at

coordi nates and expedites these requests. |f the requested
information is not provided prior to the planned Board
meeting, the Chairperson will decide if deferral of the

proposal is in order

The review by the Board nmenbers and advi sers may raise

i ssues that need resolution. The Secretariat wll attenpt
to resolve the issues prior to the Board neeting. |If the
i ssues cannot be resolved before the Board neeting, the
issues will be presented to the Chairperson by the Board
menber/ advi ser during the Board neeting as input to the

di sposition of the BCP.

Revi ew of the BCP by the Chairperson

The Secretariat sunmari zes the coments and reconmendati ons
for each change proposal and provides the summary to the

Chai rperson (See Attachnent 3). The Chairperson deci des,
based on the Board coments and the Secretari at
recommendati ons, whether a Board neeting is desirable. |If

t he Chairperson does not desire a Board neeting, the

di sposition of the Change Proposal will be carried out by the
Chai rperson according to section G

Revi ew of the Change Proposal at the Board Meeting
The Secretariat plans and schedul es Board neetings based on
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t he need for each Change Proposal decision. The Project
Manager and the Program Officer, or their designee, presents
t he change approach to the Board if required, answers
guestions, and participates in the discussions of the Change
Pr oposal

At the conpletion of discussion or if no discussion is
needed, the Chairperson polls the Board for its
recomrendati ons. The Secretariat records the recomendati ons
of each nenber or adviser and the salient points of

di scussion for the m nutes.

The Board nenbers/advisers sign the BCP with their
recommendations. |If any nmenber or adviser is not present,
the Secretariat will present the comments and recomrendati ons
of the absent nenber to the Board if available. |If no
conmment s have been received, the Secretariat will so inform

t he Chai rperson.

The disposition of the Change Proposal will be carried out by
t he Chairperson according to section G bel ow.

Di sposition of the Change Proposal by the Chairperson

The di sposition of the Change Proposal will be carried out as
foll ows:

If the BCP is within his or her authority (i.e., the proposed
changes are beneath the thresholds for action by the Level 0
Board) the Chairperson may:

1. Approve the Change Proposal;

2. Approve the Change Proposal with conditions;

3. Defer action on the Change Proposal for

addi tional information, revision, study, etc.;
or

4. Disapprove the Change Proposal

|f the BCP nust be acted upon by the Level 0 Board (i.e., the
proposed changes are above the threshold for action by the
Level 1 Board) the Chairperson may:

1. Endorse the Change Proposal and forward it for
Level O Board approval or disapproval;
2. Disapprove the Change Proposal; or
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3. Defer action on the Change Proposal for additional
i nformation, revision, study, etc.

If the BCP represents a Directed Change (i.e., no decision is
needed because the proposed changes are required by DOE
directive, law, regulation, or budget decision) the

Chai rperson will:

1. Docunent the inpact of the change, and the
baselines are revised accordingly.

H. The Distribution of the Disposition of the Change
Pr oposa

The Secretariat distributes the change proposal dependi ng on
its disposition as foll ows:

MSA change endorsed: to Level 0 (ESAAB) Secretariat;

MP/ MSA change approved:
to Program and Project Managers;

Change deferred (all projects):
Return to originator;

Change rejected (all projects):
Return to originator; and

eOriginals of all docunentation to Level 2
Proj ect BCCB Secretariat for retention.

6.2.3 Tine Allowed for Processing Change Proposals

Change proposals are processed according to the foll owm hges
al | owed begi nning at recei pt of the conplete BCP package by
the ER BCCB Secretari at.

A. Priority Changes - The maxi mum al |l owable tinme for
processing is 10 working days for each board.

B. Routine Changes - The maxi mum al | owable tinme for
processing is 20 worki ng days for each board.

6.3 Energy Research Project Baseline Change Control at the
Field Level
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6.

6.

3.

3.

Ener gy Research Field organi zations shall establish change
control boards to inplenment Level 2 control over project
changes and provide direction to contractor organizations
for inplenentation of Level 3 change control boards.

1 Applicability

Change control is applied to all construction projects,

whet her capital or operating funded. Based on Total Project
Cost, each project is categorized as either an MSA, M, or

O her.

Cl ass PC

MVSA Equal to or greater than $100M

VP2 Greater than $50M |ess than $100M
O hers Less than $50M

Total Project Cost per DOE N 4700. 4A

:MPs may be designated by the Deputy Secretary to

adm ni stered as an MSA

SOt her Projects consist of General Plant Projects ($0-%$1.2M
and Line Item Construction Projects ($1.2M $50M

2 Approval of Baselines and Threshol ds

Cost, schedul e, and technical baselines and threshol ds nust
be established for all projects at Key Decision No. 1,
Approval of New Start. Thresholds are established according
to Table 1 or as nmodified with the approval of theppropriate

BCCB Chairperson. Project baselines are defi neddocunented, and
approved for each control |evel as noted bel ow:.

Level Approval Organi zation MSA _MP

G her
0 ESAAB X
1 Program X X
2 Field X X X
3 Contractor X X X

1. MSA Projects The highest control |evel for MSA projects
is Level 0 (ESAAB). Baselines and thresholds nust have
t he concurrence of the Director of OER and approval of
t he AE.
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2. MP _Projects The highest control |evel for MP projects
is Level 1 (Program). Baselines and thresholds nust have
t he concurrence of the responsi ble ER Program Manager and
approval of the AE (normally the Director of CER).

3. Oher Projects. The highest control level for Oher
projects is Level 2 (Field). Baselines and thresholds
must be established, docunented, and approved at the Field
| evel and have the concurrence of the responsible ER

Program Manager .

TABLE 1
PROJECT CHANGE CONTROL THRESHOLDS

AE THRESHOLDS PROGRAM PRQJECT CONTRACTOR
(LEVEL 0) THRESHOL DS THRESHOLDS THRESHOL DS
(LEVEL 1) (LEVEL 2) (LEVEL 3)
TECHNI CAL Al changes Al'l changes Al changes Changes not
i mpacting the i mpacting the i mpacting the i mpacting the
Level O Level 0 and Level 0, 1, & Level 0, 1, or
t echni cal Level 1 2 technical 2 technical
basel i ne. t echni cal basel i ne. basel i ne.
basel i ne.

Si x nonths or

Three nont hs

Greater than

Threshol ds as

SCHEDULE greater slip or greater 1 nonth and approved in
in any Level O for aslipin l ess than 3 t he Project
m | est one. a Level O months slip Pl an for
m | est one ina Level O m | est ones not
or/and a slip or Level 1 included in
in a Level 1 m | estone or Level 0, 1, or
m | est one as aslipina 2 responsi bil -
defined in Level 2 ity
t he approved m | estone as
Proj ect Pl an. defined in
the approved
Proj ect Pl an.
COST Any change to Any change to Any change to Any change to

the TECC or
TPC. Any

the TECC or
TPC. Dollar

the TECC or
TPC. Dol | ar

t he TECC or
TPC. Dol | ar
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si ngl e change
greater than

$50 mllion
wi thin the
TECC or TPC,

or any change
to specific
cost elements
controlled by
the AE

t hreshol ds
for TECC and
TPC change
appr oval
or/and

t hreshol ds
for maj or
TECC TPC cost
el ements as
identified in
the Proj ect
Pl an.

t hreshol ds
for TECC and
TPC change
appr oval
or/and

t hreshol ds
for major
TECC/ TPC cost
el enents as
identified in
the Project
Pl an

threshol ds for
changes as
identified in
the Proj ect

Pl an.
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6.3.3 Tinme Allowed for Processing Change Proposals

Change proposals are processed according to the foll owm nges
al | owed begi nning at recei pt of the conpl ete BCP packlaget he
Board Secretari at.

A. Priority Changes - The maxi mum all owable tinme for
processing is 10 working days for each board.

B. Routine Changes - The maxi mum al | owable tinme for
processing is 20 working days for each board.

6.3.4 Project Baseline Change Control Boards and Systens and
Proj ect Change Control Process at the Field Level

To ensure an integrated change control systemfromthe field
t hrough HQ and appropriate control of all projects, project
field change control boards, systens, and processes nust be
established and inplenmented in the Field Ofices according
to the follow ng requirenents:

6.3.4.1 Field Baseline Change Control - Boards and Systens

A. Boards

Basel i ne Change Control Boards nust be established to process

changes to all MSAs and MPs. Boards are non voting and
consi st of a Chairperson, nenbers, and advisers. For each
Field board, contractors may be advisers to the board and

this is encouraged. The Chairperson has full decision making

authority and may provide disposition w thout conducting a
board neeti ng.

For each MSA, a separate Board nust be established (i.e.

project per Board). Each Field Ofice nmay establish a single
Board or nultiple Boards for MPs (i.e., one or nore projects

per Board and each office may have one or nore Boards).
B. Systens

For all O her projects, formal baseline change control
systens nust be established at each Field organization.
System design is the responsibility of each Field
organi zation and nmust be in conpliance with DOE 4700. 1
Boards are not required. M ninmumrequirenments include:
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e (Cost, schedule, and technical baselines and
t hreshol ds nust be establi shed;

s Procedures nust be established that docunment how the
systemis structured, how it works, and what records
and reports are required;

ee Authority for approval of baseline changes nust be
defi ned, docunented, and approved;

e+ Decisions nust be made by the appropriate managenent
| evel decision maker and di sposition nmust be
docunent ed; and

+ PBaseline changes nust be clearly defined,
docunent ed, and approved before inplenmentation.

Summary of Boards and Systens required:

Level Organi zati on VBA VP O her
0 ESAAB Board (N A (N A
1 Program Board Board (N A
2 Field Boar d: Boar d2 System
3 Contract or Board Board System

lEach Field O fice or organi zation nmust establish a separate
Board for each MSA project.

2Each Field O fice nust establish a single Board or nultiple
Boards for MPs.

6.3.4.2 Project Baseline Change Control Process at the
Field Level

A

Process

Each Field nust prepare, approve, and issue fornmal

document ation that defines the structure of the change
control process and the nechanics of how it works (i.e.,
procedures and board charters). The process docunentation
must address change control for MSAs, MPs, and O her

pr oj ect s.
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B. Baseline Change Proposals

Each Field organi zation nust ensure that all proposed changes
are docunented. M ninmum requirenents include: description of
t he change, justification, inmpact of non approval, and inpact
to project's cost, schedule, technical baselines, and changes
to the funding profile.

Changes that require HQ board action nust be submtted on the
Energy Research BCP form The ER BCP form and instructions
for conpletion are located in Attachnents 1 and 2.

C. Record of Disposition

Di sposition of all proposed changes to MSAs and MPs nust be
recorded, dated, and signed by the DOE change control board
Chai rperson according to Section 7.2.2. Disposition for

Ot her projects must be docunented in sone responsi ble way by
the responsible DOE |ine/project manager. Each field nust
submt to the Level 1 Secretariat copies of all MSA and M
Fi el d approved change requests, disposition records, neeting
m nutes, and summari es of actions taken.

7.0 APPEAL PROCEDURE

If a requested BCP is turned down, then the advocate of the
change has the prerogative to appeal the decision to the next

hi gher | evel, according to the foll owi ng procedure. The
deci si on cannot be appeal ed at greater than one |evel above the
| evel at which the Change Proposal was first denied nor
appeal ed above Level 1.

1. Al the relevant material should be forwarded to the
Secretariat of the next |evel board above the | eatl

whi ch the Change Proposal was denied. Succinct
arguments for the appeal should also be presented in
this material.

2. The Secretariat of the appeal board will reviewthe
mat eri al for conpl eteness.

3. The Secretariat shall schedule a BCCB. An appeal
cannot be decided by the Chairman w thout holding a

BCCB neeti ng.

4. The Chairman shall make the final decision, and the

18



results of that decision shall be distributed as7if.?2
G

5. The decision by the Chairman, at the appeal level, is
final.

8.0 ATTACHMENTS

Attachment 1 -Energy Research Basel i ne Change Proposal
For ns

Attachment 2 -Instructions for Conpleting the Energy
Research Basel i ne Change Proposal Forns

Attachment 3 -Energy Research BCCB Process Forns

Attachment 4 -Energy Research BCCB Charter
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ENERGY RESEARCH
BASELI NE CHANGE PROPOSAL
FORMS



ATTACHMVENT 2

I NSTRUCTI ONS FOR COVPLETI NG THE
ENERGY RESEARCH
BASELI NE CHANGE PROPOSAL



ATTACHMVENT 2

I NSTRUCTI ONS FOR COVPLETI NG THE
ENERGY RESEARCH
BASELI NE CHANGE PROPOSAL

The ER Basel i ne Change Proposal (BCP) formis used to docunent the

i npact of all proposed changes to baselines that require ER board

di sposition. The form provides for a concise description and
justification of the change and docunents fully any inpact to cost,
schedul e, and technical baselines. The formis used for changes to
Maj or System Acqui sitions (MSAs), Mjor Projects (MPs), and operating
activities that exceed established thresholds for Field disposition.

I nstructions for preparing the BCP formfor MSAs and MPs are as
fol | ows:

1. BCP Nunber. A unique nunber assigned by the Field office or
contractor to identify the change proposal. The BCP Nunber
will typically be assigned when | ogged into the Field's

Change Control Log.

2. BCP Title. A brief title or descriptive statenent that
identifies the change. The BCP Nunber and Title are used for
identification at the top of each of the four pages. The BCP
Nurmber will be entered into blocks 1, 17, 24, an80. The BCP
Title will be entered into blocks 2, 18, 25and 31.

3. Budget Nunber. The Line Item Project nunber.

Exanpl e: The Line Item Project number for the 6-7 GV
Synchrotron Radi ati on Source is 89-R-402.

4. MSA/MP Title. The commonly accepted title or acronym of the
Maj or System Acquisition (MSA) or Mjor Project (M).

Exanpl es:
Rel ativistic Heavy lon Collider (RH C
Conti nuous El ectron Beam Accel erator Facility (CEBAF)

5. Date Received. Enter the date the conpl eted BCP was
received for processing by the Field Ofice (Level 2), andhe
Program Office (Level 1).

6. Change Designation. Indicate either "Priority" or "Routine"
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processi ng. Upon receipt, each |l evel board has 10 wor kdaygs
to process "Priority" changes and 20 days for "Routi nelanges.

7. BCP Level. This identifies the highest |evel of authority

required to provide disposition of the change proposal.
Approval authority is determ ned by threshol ds established or
each project.

8. Directed Change Directed changes are inposed on the
project with direction to inplenent, such as changes to
approved budgets, funding, DOE policy directives,
regul ati ons, or statutory requirenents. Directed changes rmt
require formal board approval, but the inpacts of directed
changes need to be defined and incorporated intothe project
basel i ne docunmentation. Check "Yes" if thechange is a directed
change.

9. Program Designate the program office that has managenent
oversight of the project within ER, such as Basic Energy
Sci ences (BES), Hi gh Energy Physics (HEP), etc.

10. Point-Of-Contact. This is the Project Manager or individual

responsi ble for preparation and submttal of the change
proposal. During processing, the individual nmay be contacted
to clarify or submt additional information. Theevel 2
Secretariat should be indicated if he/she is not the Point-of-
Cont act .

11. Phone. The Point-O-Contact's phone nunber. Specify area
code or FTS nunber.

12. EAX . The Point-Of -Contact's FAX number. Specify area code
or FTS nunber.

13. Location. Specify Point-Of-Contact's office |ocation.

Exanpl es:
SF - San Francisco Field Ofice
CH - Chicago Field Ofice

14. Change Description. Describe concisely but thoroughly the
change being proposed including what is being changed, what
it is being changed fromand will be changed to, what is

i nvol ved in nmaking the change, and any other data necessarty

under st and the change. Describe the technical probl emshat need
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correcting or inmproving. Include physical changeso buil di ngs,
equi pnent, or systens.

15. Change Justification. Describe why the change is required,
its purpose, and why it is necessary. Describe how the

change will neet established requirenments, increase

capacity, reduce cost, or accelerate conpletion.

For directed changes, specify the docunent or source that
aut hori zed the change.

16. | npact of Non-Approval. Describe the inpact to the project,
program or other factors if the change is not inplenmented.
Di scuss relevant inpacts to safety, operability, security,
schedul es, cost, and/or technical, etc.

17. BCP Nunber. Sane as bl ock nunmber 1.

18. BCP Title. Sane as bl ock nunber 2.

19. I npact on Cost Baseline: Show the approved baseline, the
proposed baseline, and net change for Total Estimated
Construction Cost (TECC), Total Project Cost (TPC),
contingency, and avail abl e contingency.

Not e:

For Baseline Contingency show the authorized total
al l ocation of funds reserved for project uncertainties.

For Proposed Contingency show the revised total allocation
based on approval of the change.

For Baseline Avail able Contingency, show the current
bal ance of contingency funds.

For Proposed Avail able Contingency, show the revised
bal ance of contingency funds based on approval of the
change.

Exanpl e:
Basel i ne Pr oposed Change
Total Esti mat ed
Construction Cost 52, 000, 0680, 000, 000 +8, 000, 000
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Total Project Cost 72,000,000 84, 000, 000 +12, 000, 000
Cont i ngency 5, 000, 000 6, 000, 000 +1, 000, 000
Avai | abl e Conti ngency 500, 00@, 500, 000  +1, 000, 000

20. lnpact on Funding Profile. Show the baseline (as given in
t he Congressional Construction Project Data Sheets),

proposed, and net change in TPC funding (in mllions @bél!lars)

by fiscal year. Show the total of the baseline, proposed, and

net change funding profiles. The totals shoul d correspond to

t he baseline, proposed, and net change TPC in Bl ock 19.

21. Explanation of |Inpact on Cost and Funding Baselines.
Furt her discussion or clarification of inmpact to cost and
fundi ng baselines, if required.

22. lnpact on Schedul e Baseline: List all controlled mlestones
i npacted by the change. Show the baseline date, propodatie,

and net change. The dates should be given in terns of

Mont h/ Year .

Exanpl e:

M | est one Baseline Proposed Change
Conpl et e Procurenent 3/ 92 8/92 +5 Mbont hs
Conpl ete Construction 9/ 92 2/93 +5 Mont hs

23. Explanation of |Inpact on Schedul e Baseline: Di scuss further
or clarify the inpact to schedul e baselines, if required.

24. BCP Nunber. Same as bl ock nunmber 1.

25. BCP Title. Sane as bl ock nunmber 2.

26. lnpact on Technical Baselines. List of technical baselines,
bot h functional and design, inpacted by change proposal.

Speci fy inpact in quantifiable terns, such as change square

f oot age, accel erator beam currents, etc.

Exanpl e: [tem Basel i ne Pr oposed
Utility Building 2,000 sq ft 1,500 sq ft
Beam Curr ent 1 m 5 m

27. Explanation of |Inpact on Techni cal Baseline. Furt her
di scussion or clarification of inpact to technical baselines.
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28. O her lInpacts. Discuss fully any other significant inpacts,
such as environnment, safety, health, or otherw se, that

shoul d be considered in the evaluation of the change

pr oposal

29. Interimor Corrective Actions. Describe any interimaction
necessary to mtigate the inpact of major problens or
concerns until the change proposal is approved and

i npl emented. An exanple would be the tenporary closing of a

facility to all personnel until certain safety inprovenentwere

conpl et ed.

30. BCP Nunber. Sane as bl ock number 1.

31. BCP Title. Sane as bl ock nunber 2.

32. Field Disposition - Level 2. Menbers and advisers to Fihed d
BCCB wi || sign, date, designate their title, and record
recommendations in the bl ocks provided.

The Field board Chairperson responsible for changes to
Capital Projects and/or Operating Projects determ nes the
di sposition, then signs and dates the form

33. Program Di sposition - Level 1. Menbers and advisers to the

Program BCCB wi || sign, date, and record recomendati ons in
the bl ocks provided. |[If an adviser is required, check the
box "Yes." If not required, check "No."

The Chairperson responsi ble for disposition of change signs
and dates the form

34. Explanation (If Action is Approved with Conditions, or Not
Concurred Upon). Space is available, as required, to
specify conditions of approval, deferral, or non

concurrence.

Where space is |limted, additional pages may be attached. Backup
docunent ati on shoul d be attached, as needed.
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